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Instructions for customers who need to file an initial or |
reopened unemployment claim.

Claimant Portal came online Nov. 12, 2015, as the system for unemployment insurance claims. Account
login information and PINs from previous systems are no longer valid and cannot be used to log in to
Claimant Portal.

You MUST have an email account to use the Claimant Portal. See staff or call a claim specialist if you do not know
how to set up an email address.

STEP 1: Begin Registration Process

Click “New User Registration.”

- IDAHO C|a|mant Portal
Internet U | s

Hoene s Lagin
Welcome to Claimant Portal Note: User guides for the Claimant Portal are
Claimant Portal i the new, secure, onling System you can use to manage Login Existing User GVCIiIabIe tO dOWﬁIOCld on the home page and

your unemployment benefits account with idaho Department of Labor. —
il *

With Claimant Portal you can: [ 4 the top Of each screen.

Password J/
+ File @ weekly cerufication apphication for benefits
* Manage your profile and account information Forsak Password| /
= Access claim, issue and cverpayment detads
View weekly benefit payments and annual 1099-Gs

Questions about Claimant Portal?
Find in the user guides located a1 the mp of the screen and here:
* Coir e Guide

+ Apply for an unemployment ingisrance banafits clasm

a

Important

I YOU BrE USING & COMPUTET iN & PUDIC SETTING, YOU MUST IGF OUT 8NG CHse T browser before sTEPEIg sway Trom puter, This prevents LRAULTONTED iNdNiaUSIS
secure infirmation. Lug out by selecting te Log Out ink ot the top of the screen

= Cancel ¢ Type an email address that you can check frequently.

Type a password. (8-40 characters, containing at least one letter,

Register New User

Frmal i the primary communication mathod far changes on your Claimant Portal one number and one Special Character).

account with Ideho Department of Lebor. Please register for a Carmant Portal eccount
utng an email address that you currently have aceess te and will check regularly

fres ] { Retype the same password in the “Confirm Password” field.

Password | -

Click “Submit.”

Confirm Passward ©

* A “Registration Successful” screen will appear. Now you need
= to verify your email.

! Idaho Department of Labor

la.b oX. ld ahO gov : C.L. "Butch” Otter, Governor - Kenneth D. Edmunds, Dnreclor u n @m L

An Equal Opportunity Employer and Serv-ce Provider. R, ble acc dations are available upon request Dial m for idaho Relay Service




STEP 2: Verify Your Email Address

Open your email account, find and open the “Claimant Portal Email Verification” email. This email contains a
verification hyperlink that you will use to confirm your ownership of the email address.

The hyperlink will open the window shown below. Click the Login hyperlink on this screen to return to the Claimant

Portal home page and log in.
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If you do not see the email in your Inbox, check
your Bulk, Spam and Trash folders. If you are still
unable to find the email, click the “Resend
Verification Email” button and try to verify your
email again.
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After you log in, this page will appear. Click on “Edit
Your Profile.”
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STEP 3: Complete Your Profile and

Your Profile
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Verify Your Identity

This screen will appear.

Be sure to type your name exactly as it

appears on your driver’s license or state Identification
card. This will be compared to information on file at the
Department of Motor Vehicles (DMV) to verify your
Identity.

When finished filling in Your Profile, click the “Submit”
button.
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This screen will appear next.

If Your Profile is Verified, continue to STEP 4.

our Profile is Unverified* review Your Profile and

make sure the information is correct with no typos
or incorrect spellings. Then click Submit again.

If Your Profile is still Unverified, continue your
application for benefits or weekly certification and
resolve the verification problem after you finish by
calling a claim specialist at (208) 332-8942.

STEP 4: Add Wages and Work History
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Click on Wages and Work History.

Refer to user guides for more detailed instructions
on completing the Wages and Work History

information.
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This screen appears next. Click on “Add Work
History.”

When you are finished, click the
button on the bottom of that screen.

 When you are finished adding work history,
click on “Apply for Benefits.”
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STEP 5: File Claim Application
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You will return to this screen. Click on “ File Claim
Application.”

Refer to user guides for more detailed
instructions on completing the rest of your
application.

We recommend filing your weekly certification
on Sunday or Monday.

Once your claim week is over, log in to your
account.
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Click on File Weekly Certification.

Complete your application and submit.
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